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SUBJECT: PER —Assessment Guide for Field Level Colorado Employees

TO: All Colorado Natural Resources Conservation Service Employees

PURPOSE: To assess the training needs of all employees in field level
technical positions to develop an accurate Training Needs

Inventory (TNI) for 2007.

EXPIRATION DATE: September 30, 2007

ACTION REQUIRED BY: February 17, 2007

All field level employees are responsible for completing the “Employee Assessment Tool”
(Assessment Tool and instructions are attached). Once this tool is completed, the employee and
supervisor will discuss employees overall knowledge, skills, and abilities. During this discussion
the supervisor and employee will agree on training needs that will either continue to develop the
employee’s knowledge of his/her job duties or enable employee to increase knowledge of tasks
to reach his/her set career goals.

After meeting with each employee, the supervisor will list courses that the supervisor feels will
benefit Colorado Natural Resources Conservation Service (NRCS) and the employee. Each
course must be prioritized for importance. The courses listed as number one should be
considered “mission critical” courses. Courses should include National Employee Development
Center (NEDC) courses, out of Agency training, in-State-training, and training conferences.

The supervisor will forward the Field office training requests to their Area Conservationist (AC).
Upon receipt, the Area Conservationist will concur or deny the requested courses. The AC will
send the approved list and a priority ranking for all courses for their Area to the State Training
Officer.
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The Training Officer will present the approved lists from the ACs to Principal Staff members
specifically identified to review and make recommendations prior to submission to the State
Conservationist for final approval. Employees and their supervisors will be notified of approved
or disapproved courses then the employee will need to enter their approved courses in AgLearn.
Supervisors will approve courses in AgLearn which will be automatically sent to the State
Training Officer. The State Training Officer will process employee’s training request from list
of approved courses.

At the end of the fiscal year we will evaluate the effectiveness of the “Employee Assessment
Tool”. If we have determined that the tool has provided us an effective way to determine training
needs we will issue a supplemental to the General Manual. Please contact lla Binard, State
Administrative Officer, if you have questions or recommendations on the “Employee
Assessment Tool”.

Partner training needs will be addressed separately. Additional information will be sent at a later
date.

Please contact Ila Binard, State Administrative Officer, if you have questions at 720-544-2822.

/sIRandy Randall (for)

ALLEN GREEN
State Conservationist
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